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ABSTRACT 

The Staff Association of Montgomery College is 
composed of those who work at the college and are not a member of the 
Faculty or an Administrator. It was formed in response to a need for 
representation, to give the Staff a voice for -expressing its concerns 
to the governing bodies of the College. That voice is placed in a 
seven-member Senate, which is selected annually. Bylaws of the 
association are listed; these are not of a fixed nature, but are 
designed to accept the creative and experimental attitude toward 
change. (Author/CK) 
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THE STAFF ASSOCIATION 
of 

MONIGOMERY CQLLRRF 



Stafff ^'J^fr^ ^'^^5 »font:8o»ery College? Who belongs to the 

Staff? From one end of the College to the other, and everywhere In 

CoTlT.' T ^'ii ^^'-"^^ essential for the 

Sa aS,;rl!r%J?^ answering voice at the telephone switchboard to 
^S^l«r^o ^'O" 'he secretary and clerk- 

typist to the development specialist tn the office, .from accountants 
and account clerks to key-punch operators, from bu^ers^o tSe bSget 
Jrij^t^diTJl'l!"'''""" to graphic artists, from^nstructl^nS Sdes 
Jabs J^ldo"!;J"'T?r cafeteria to the science 

labs. Inside and outside, upstairs and down, they are everywhere. 

*.««io!**? P°«^'J°"f College are so varied that It Is 

easier to Indicate which jobs are not Staff than to list all those 

IZtlt'^t J^V"; " Montgomery College and are not a 

^^tl ?5 ! ^^"^^^^ " an Administrator, then you are a member of 
the Staff and a member of this Association. 

The Staff Association (formerly Supporting Services Association^ 
was formed In the spring of 1970, In response to a need for rep^eseL- 
tton, to give the Staff a voice for expressing Its concerns to the 
governing bodies of the College. That Jolce 1? placed " a s^veJ- 
oember Senate, proportionately elected to give Takoma Park Campus two 

^T"^ Administration representatives, anS 
Rockvllle Campus, three. . 

f ^ ^^f'*'* annually in the spring of the year, to 
take office July 1. Its chairman represents the Staff Association at 
Zll^S. 2f °l Trustees, Is a member of the Presldents^s 

Advisory Council, and of the Supporting Services Review Board. The 
stardlng committees on salary, benefits, communications, and policies 
and procedTires welcome suggestions and participation from the membership. 
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1970 - 1971 Senate 

Mrs. Joan Faber 

Mr. Gordon Hogg 

Mrs, Ruth Jordan 

Mrs, Eva Meyerson (Chairman) 

Mr. Adolphus Sparks 

Mr. James Toler 

Mr. Dean Trevorrow 

(replacing Mr. Bill Lundgren- 
who died in December, 1970) 
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1971 - 1972 Senate 

Mr. Joseph Corbin 

Mrs. Joan Faber (Chairman) 

Mr. Gordon Hogg 

Mrs. Eva Meyerson 

Mr. Adolphus Sparks 

Mr. James Toler 

Mrs. Betty Watson 



After the first election which insured a staggered term of office 
all Senators will be elected for two year terms. orrice, 



1972 - 1973 Senate 

Mr. Joseph Corbin 
Mrs. Liz Cubitt 
Mrs. Joan Faber 
Mr. Lawrence Johnson 

Mr. Robert A« Mazzolini, Jr. (Chairman) 
Mr. L. Jerome Offutt 
Mrs. Betty Watson 



Rockville 
Rockville 

Central Administration 
Takoma Park 
Rockville 

Central Administration 
Takoma Park 



J? each SeL?L^ ^ J ^"""^^ c° ''""^^ ^^'^ responsibilities 

?L c '° Senators. Offer to help them. 

The Staff Senate Is YOUR voice In the College governance systeT 
It can only be representative of you If you work and let your 
tee lings be known. ' 

^IT^f^^^^/ f ^^^""^ °^ staff Senate, and a copy of 

Section 4 of the Policies and Procedures Manual of the College. This 
section, dealing completely with the Staff. Is for your use f^d 

avlllaMo*..AS°"^^?'^ ^'^Py °^ 5*^* Policies and Procedures Manual Is 
available In the reference section of the library at each campus. 



BYLAWS 
THE STAFF ASSOCIATION 
OF MONTGOMERY COLLEGE 



Statement of Purpose 



The Staff is rme of the four vitai groups that make up the total colleee 
15™-;?"^'/"'' recognized along with the other three groups, faculty 
I^mS "rc"; "tLf:?"''' an integral part of the^nsJiiutionir^rogran.. 
tlJ^t^ e.iercise, through an appropriate elected body, the right to express its 
or?ru"t::f;'''' — ^^'^-^^ns to the President and through him t^hrLard 



Struc ture 
1. 



The Staff Association is established to represent all Staff personnel. 
2. The Staff Senate, shall be the body elected by the Staff Association to 

w?th thf ^""'^ cha^nellrco^unLation 

with the governing entities of the college. i«nunxcacxon 



Central Administration - Two. Senators 
Rockville Campus • - Three Senators 

Takoma Park Campus - Two Senators" 

4. To fulfill the statement of purpose, the bylaws of the Staff Association 
have been developed by Staff personnel. The bylaws set forth In SiJ and 
votrr^H P^^f^P^^ °' 'his document have been ratified by a majority 
Bo::d°oftus't\%'f : transmitted to IT"" 

^' ^rirS;^ bitten here are not of a fixed nature, but are designed to 
accept the creative and experimental attitude toward change The 

I^Sfjf ^r;/"?""^'''**"' ^ °f those^fe;er.r^at The 

feifbfe ' ^^T' a meeting is not 

feasible the Chairman has authority, with the approval of the Senate 
to distribute mall ballots. A majority count of responses ^o these 
JresJd^n?' ^"^^^^^ '° the'a^pr^vS S the 

The Staff Senate 
Senas e Structure 

The Senate Is made up of " seven elected members who shall elee* f^-om 
moni themselves their Chairman <^ Vtc-Chalr^n. 
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two (2) secretaries, (one from Rockvllle and one from Takoma Park) to take 
minutes of the meetings on their respective campuses. The secretary will 
not be considered a member of the Senate. 

Senate Responsibilities 

1. Reviews continuously the college Policies and Procedures regarding Staff 
personnel and makes appropriate recommendations . 

2. Makes comments, presents suggestions, or takes other appropriate action 
on policy and procedural matters affecting the Staff in general, in 
accordance with Section 4.07 of the Policies and Procedurr ^s Manual. 

3. Appoints committees as deemed necessary to perform cert%ala tasks and 
holds these committees responsible for their assigned tasks. 

4. Reviews and evaluates information passed to it by the committees, and 
makes recommendations to the appropriate areas. 

5. Meets with the President to present recommendations and discuss concerns 
which are pertinent to the represented body and the college. 

6. Appoints annually from among the Staff a parliamentarian to serve at all 
meetings of the full Staff, for which official minutes will be maintained 
and a copy sent to the President and other appropriate bodies. 

7. Acts as the spokesman group for the Staff employees of Montgomery College. 
The chairman or designee may accompany an vmplcyee and act ad counsel 

on his behalf when requested to do so. 

8. Exercises judgment for referring Staff considerations to appropriate areas 
or channels. 

9. Considers for action only those grievances which relate to established 
policies and procedures of: the College or which affect an entire group 
of employees, such as a department, but does not act upon individual 
grievances other than to acquaint the employee with the established 
procedures for review. 

General Affairs 

1. Minutes of all Senate rjieetings will be available to the represented 
members so that all pexsons re^^resented by that body will have contact 
with all matters discussed by that body. The minutes of all Senate 
meetings will be transmitted to the President, the Board of Trustees, 
and any other approptriate parties. 

2. A manual will be developed by the Senate outlining the Association. 
Copies will be dist^ributed to all represented employees and made 
available to the Personnel Office to become part of the information 
packet given to'neir/ly hired employees « 

• 4 
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3. An annual College-wide Staff Association meeting- will be held d.,Wn<, 
To sJ^Jr" 1'"= cooperation rith the Sir««r1? I^S^^i 

irss— ^^^^^^^ 

Dfreitir"^rj"^' "^^^'^ in cooperation with the 

^^'^^''•^ '^^U^Xity'.' 

official records. fl.e of the seven members -st il p"°ent 
in^c^es Where ...'^.^^T.l'^i^UTl^rA '^J'li.t^Tu 

Wise It will be discussed at the next regular meeting. 
Duties of the Senate Chairman 

the ^n»rto':hSrjn^it::^%j«:ro7p^fJtrr.:j3i%r 



2. 
3. 



per^a^Mir^s^a?f' sji'oj::? ^'ne-^rhi: Teii'"^' ^?r?^r^-« 

SiicS'BoaJf^'Llr'M 'r'."""'" ^^^^'y staff 
tS^ g^oSpJ! designee will attend the n^etlngs of these 

6. In the event of loss of « senator before his term of office has expired. 



4. 
5. 
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the chairman of the Staff Senate may, with the approval of the Senate 
appoint a person to serve out the remainder of the tern. ' 

Duties of the Senate Vice-Chalrman 

o„^ i.J''®^^^' f?^ ^" absence of the chairman and carries 

out the duties usually associated with the office. carries 

Duties of the Senators 

1. Attend meetings of the Senate. After two consecutive absences from 
cllll^ll^ 'u?*'" meetings, a Senator will be aske" byX 
Chaxrman to declare his Intention either to resign or to partlcioate 
actively in the fulfillment of the duties of his office P""*"^?"^ 

2. Perform duties as outlined in Senate Responsibilities. 

to"thrfCrSen:tl!°" ''^^ ^'"^'^^^^ ^^^^ information 

Duties o f the Appointed Secretary 

m "'^^'^'^ ^ill take minutes of the meetings assigned, put them 

mt^ed^rihrbyur"'' '° ^^^^^^ ^'-^^ Eo\:l?strlbuted 

Ellglbllltv for the SAnafp 



Tenure 



1. The term of office of a Senator shall be two years excent l-h«^ 

first year (only), three of the Senators sh^irs^LrJ'ol o^e' JeL. 

2. No Senator may be elected to serve more than two consecutive terms. 
Election 

1. Any Staff employee is eligible to vote. 

lnfo™\lf ^^ '^^^^ 1° "° than April 30 

SfcMon f f^f^^Vloyees of Senate positions to be filled in the amiual 
i!f ^""^'^ nominations by the Monday closest to May 10 AU 

^H^^^"-' commitiee will be trSsn^itef Jo the 

Sl^STno la^L tiL'%J^ """^^^ «° eleSi"n may 

De neitf no later than the last working day in May. 



3. Any candidate must receive the total number of nominations that would 
equal 5% of the employees who are eligible to vote for that candidate. 

4. The Ad Hoc Elections Committee shall have the responsibility of determining 
the number of employees In each division who are eligible to vote, and 
Indicating on the nominating ballots which they distribute, the number 

of signatures required to nominate a candidate. 

5. Between election and July 1, the Senate will meet at which time the 
outgoing Senators will turn over materials to their successors and the 
new Senate shall elect its Chairman and Vice**Chairman, who shall take 
office upon election. 
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4.00 



PERSONNEL ADMINISTRATION: STAFF PERSONNEL 

4.00 GENERAL 

The guidelines in this chapter are those governing the staff employees of 
the College, formerly referred to as Supporting Services. Those paragraphs 
titled "policy" contain policies promulgated by the Board of Trustees; those 
titled "procedures" contain the approved implementing procedures. Definitions 
of terns used herein are contained In paragraph 4.50. 

4.05 AUTHORITY 

a. The personnel policies and procedures governing all staff employees 
are promulgated with the undef standing that the Board of Tfusteesi In 
consultation with the President, and on the basis of all available 
facts, establishes the policies by which the College is operated, and 
that the President, with the full approval o'f the Board exercises his 
professional skill in administering the policies and in reporting the 
effectiveness or need for modifications of the policies to the Board. 
These policies are established by the Board of Trustees pursuant to 
the authority vested in the President and the Board of Trustees by 
Article 77A, Section 1, Annotated Code of Maryland. (See Page A-lOO) 



b. Policies governing the staff personnel which are adopted by the Board 

of Trustees shall be consistent with the State Law, and all action shall 
be effective after a public meeting, the formal record of which shall 
likewise be public. 

c. The responsibility for the administration, in matters pertaining to staff 
personnel of the College, is vested in the President of the College. 
(Board of Trustees Resolution 410-67, July 17, 1967) 

d. The use of the term Staff to refer to all employees who are not faculty 

or administrators was approved by the Board of Trustees on January 20, 1972. 

The purpose of establishing personnel policies for staff employees is to 
provide a basis for personnel regulations* The President shall establish 
procedures deriving from the policies which shall become guidelines to pro- 
vide tmiformity in handling personnel matters of Montgomery College. 

In all cases of proposed modification to policy or procedtures affecting 
staff Mployeas in general, the Staff Senate shall be conaulted concerning 
the proposed modifications with sufficient lead time so th^t it shall have 
the opportunity to make coiBMnts, present suggestions, or take other ap- 
propriate action before any decision-making body or official of the College 
la requeeted to take action with respect to the proposed, modifications. 

4.08 ACCESS TO PEBSMiNEL FILBS : 

Access to psrsonnel files is restricted* See Article 76A, Annotated Code 
of Marjlendf Attached. as Appendix B to this manual* 

/ 

(Mcfdif teat ions included throuRh Mod. 97» Oct. 31* 1972) 
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4.09 BST4ILI8inflBIT AMD ABOLISHMEHT OP POSITIOMS 



4.091 POLICT 

2/ 

a. Tbm PrMldrat shall recomend to tha Board of ^ruataes — ' for 
approval tha nuaber of peraanant and conditional posltlona'ha 
dataralnas to be necessary for the efficient operation of the 
Collage. The President may establish teaporary positions for 
a Halted period of time to meet the unforeseen and temporary 
naeda of Wl. 

b* The President may authorise employment In excess of the. number 
of budgeted positions In a particular classification when there 
Is a critical need and when appHcanta who are unusually well 
qualified are available* provided the total number of budgeted 
poaltlons Is not exceeded. 

4.092 PIOCBDOBE 

a.^ Tvpaa of Poaltlons 

Positions shall be Identified as permanent » conditional* and 
temporary. 

(1) Permanent Positions . A permanent position Is one vhlch haa 
been established by the Board with tho anticipation that It 
will be necessary to maintain tha existence of such position 
indefinitely on a continuous year-round or academic ye^r basis. 

(2) Temporary Positions . A temporary position is one* not contin- 
uous in nature » vhlch may be eatabllshed by the Preaident on the 
reconnendation of the Director of Personnel with the approval 
of tha aecount manager. It shall rsmain in existence only as 
long aa a teaporary vork aituation requiraa it. Such poaition 
ahall be abolished sutosftatically by the Praaldent when the 
twporary vork requircnent no longer exiata* 

(3) Conditional Positions . A conditional poaition la one eatab- 
llshed by the Board for the period of time that moniea are 
availibla in iAole or in part by tha United States Govern- 
ment, a private organisation, a fpmadationg a ravanua-producing 
aourem (cafeteria and bookatora), or aa individual for uaa 

In apaelal research or other long-term projacta* Yhia 
poaition ahall be automatically abollahed when no longer 



2f laralnaftmr refanrad to aa ''the Board.** 
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4.092 



needed or vhen funds are no longer made available. 
Bgtabllstaaent of Positions 

(1) During Budget Preparation 

Positions nay be proposed during the preparation of the 
budget through the recoonendation of an appropriate 
official to the Director of Personnel and £tubsequent 
approval by the President* or by the President upon his 
ctm initiative. In either case, approval of the Board 
is required for final establishment of the position. 

(2) After Budget Adoption 

Appropriate forms requesting a nev position which was not 
budgeted must be originated by the appropriate official 
and approved by the Director of Personnel ?.a4 the Dean of 
Administration prior to submission to the Prr'Sident. When 
in the Judgement of the President, it is necessary for an 
official to e«;xoy * person on an extra-help basis in a 
type of position for which there is no classification 
provided in the classification plan, the President, on 
recomnendation of the Dean of Administration, shall fix 
the asidunt of compensation, shall determine the minimum 
qualifications for the additional employee, and shall limit 
the period of time the position may be allowed. 

Abolishment of Position 

(1) Notice to Empld^ee 

When a proposed abolishment of a position necessitates 
the dismissal or demotion of a permanent-status employee, 
he shall be notified in writing by the Director of Personnel 
two weeks in advance of Board action. He shall be informed 
that if he wishes to do so he may present reasons against 
the action to the Dean of Administration. (Revised by Presi- 
dent, 10/25/71) 

(2) Placement Consideration for Employees 

Each satisfactory permanent-status employee who has been 
adversely effected by a reclassification shall be given 
first consideration for other positions for which he Is 
qualified and in which vacancies exist. 

(3) Decision <» Salary Assignment 

Determination of a salary meeignment in the case of a d<^n- 
grading reclessification or transfer of an employee whose 
position has been abolished shall be made by the Director 
of Personnel. (Approved by President. 10/25/71) 
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♦•10 POSITIOH CLASSIPICATION PLAN 

4.101 Policy 

Thm Prtsident shall classify all positions of MC and reconend the 
. adoption of the claasifications to the Board, The President ah&U 
recosBend to the Board for adoption new classifications and the 
reassiettsmt of a classification froa one pay grade to enother. 
The classification title of a position shall be used in all official 
personnel and budget records and transactions. 

4.102 Procedure 

«• Crlcerla for Classification of Positions 

Assiginent of a position to a classification ahall be determined 
by the duties and responsibilities of the position, based on the 
principle that all positions shall be included in the same class- 
ification if they are: 

(1) Sufficiently slnilar in respect to duties and responsibilities 
that the saae descriptive title aay be used. 

(2) Substsntialiy the same standards as to educaticn and experience 
are required of applicants. 

(3) Subsuntially ths sou tests of kaovledge and ability are 
used in r.elerting qualified appointees. 

(4) The ssae salary range can be made to apply with equity to- 
all of the positions in the class. 

b. Reclassification 

(1) A request for a study for reclassification may be nade to 
the Director of Pereonnel by an SBployee'e supervisor or 
the caployee. The Director of Pereonnel* after consultation 
vlth the approprUtn officaii» may initiate a study of escisting 
classifications. The criteria for classification of positions 
vlU be applied to detemina lAetbert 

(a) lo change ehouU be nade la the classification of the 
position; or 

(b) The position ehonld be radassif lad to a aore appropriate 
elaee In the existing elaeeificatioa and pay plan; or 

(c) A AMI dasiif Icatlon shoulu be aat^lishad to vhich ths 
position vbuld ba ttsignad; dr 

(d) |fo chMM be'nade in the elassl£icatioii of ths position, 
but th^t the poaitlon clasilf IcaUmi be aaai^ a higher 
or lower pey grade. 
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4.11 oTA»f ^BYT Bu juium (Approved by Staff R«»l«w Board, 4/15/71) 
XRevlsed by Preaident. 10/25/71) 

.. A Staff lavlc Board 1. appointed by the Preald^t and i-co-prlsed of 



b. 



4.12 PAY PLAM 

4.121 - POLICY 

The Preaident ahall reeoMend to the Board for action a ataff -chedule 
end ahall aaalgn all cUaelf icationa to the achedule. The Preaident ahall 
Stabllah proSdurea for plae»ent and .o^eMnt of eqiloyees on the aalary 
•ehedttle. for payMnt for ovettlae work, and for reeegaising length of 
aervlce. 

4.122 PBOCBDOIES 

a. Carrmt CUaalf icationa 

The currently approved aaalSBMBt of grade claaalf icationa to the pay 
■thil^FlT ia ■ainuiaed ia the PecaoBMl Office. 

torialM tba Claaalf icat *—* »T Sch**"^ 

The Dlracwr of Peraoima ahall eoUact dau d* •>5«t*5 "^^.^.'•JJ"* 
W pr«ctici« in the lodal ir.*, chiatas i« ^•■i'^i^TS" ^Si'?!!* JSh 
IS^factor. ahieh ahoold be cakan into Mcoimt. ^ 
data, a racoMidatioB ahaU aada to the Praaidant for Beard approval 
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(2) Any peraonnel recoanendatlon which requirea the eatabliataent, divi- | 
Sn! co-binatlon. or abollataant of exiating claaaaa or the 

reaaaignment of a claaaiflcation to another pay grade shall be aub- ) 

mltted by the Preaident to the Boerd for action during July, I 

Mov«d>er and March of each year. | 



•I 

i 

^ - I 

thrS^n*S'S.j;i;«rti;«r*th; »a« of ^-cation, ^b* cajju. d.anj. | 

ths Director of Personnel, and the Chainun of the StefC Senate. Tne . 
JJJl" SJS Sll^nalde; all reqneeta for eatabllahing and abolishing 
position clasaificationa, recl«ialfication P**-"*^'-' '""J^^Si. 

positions betiieen organizational unite or officea and •!! | 

tiona for outatanding services awds aa diacusaed in aectlon 4.263b. \ 

The iteviev Board also will consider changea to college policies and | 

procedures relating to ataff enployeea. | 

Mattftra to be considered are f irat directed to the Director of Personnel | 
SrSIiiJ iSd S~3op-ent of Mterials for conaideration by the Review | 
S^rSr Sere approprlHe the Staff Senate i. involved in this process 
in accordance with section 4.07. ^-^^r* '""Jj "J d«le- 
recoMendationa to the Dean of Adainistration. The Preaident haa dele- 
sated to the Dean of Adainistration the approval authority for reclassi- 
fication of poaitiona. inter-organisational unit "anafer of ^positions, 
and outatanding aervlce awarda. Racosswndationa pertaining to all other 
■attera will be directed -by the Dean of Adainiatration to the President 
with the recoMendation of the Dean. In those cases where the Dean of 
Adainiatration does not concur in the recoaaendation of the 1«» 
Board, both eidea of the Usue will be •pcesented to the President for 
deciaion. RecoMended eatabllahaent and abollal»ent of position classl- 
f icationa. changea in pay grade aasignaients to claaaes of positions, 
and policy changes will be preaented to the Boerd of Truatees by the 
Preaident. 
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of those changes deemed neceosary In the staff pay schedule, pay 
practices, and pUcement of cXasslflcatlons on tha pay achedule. 

Plac— ant on the Salary Schedule 

Baployeea are placed on the salary schedule dependent upon the 
type of appolntaent vhlch they are granted. (See paragraphs 
4.162 f and g) 

Itovesient on the Salary Schedule 

(1) Proceasina Reco—endations 

Hoveaent on the salary achedule or the granting of salary 
Increnents, are normally the result of recoMendations suh- 
sltted on an individual employee. Salary increment recom- 
mendations must he in vritlng and ahall be submitted to the 
Director of Personnel via the appropriate campus dean, or the 
Dean of Administration for the central administrative ataff 
employees, at least IS days before the recommended effective 
date. Such recoMiendation ahall be made by the appropriate 
official, shall contain a certification that the employee's 
work record Is or is not satiafactory, and ahall include a 
statMent that the granting of a aalary increment is or is 
not rscQonended. AuthorizatJon for appropriate action will 
be made by the Director of Personnel after reviev of recoonen- 
dations. 

(2) Eliaibility for SaUry increment Aamards 

A permanent or conditional employee and a temporary employee 
filling a permanent poaition on a sd^litary-temporary appoint- 
ment ahall be eligible to be considered each year for a one 
step aalary increment award. Such aalary incrementa may be 
awarded annually until an employee reaches the top pay step 
(not including longevity) of the pay grade to which hie 
position is aaaigned. Salary increments are limited to one 
pay etep annually and, ae they uust be earned by satiafactory 
performance of work, an employee cannot be granted c aalary 
increment automatically or eolely on the baaie of length of 
eervice. In unueual circumauncea, the Director of Peraonnel 
m^ approfve the award of not more than a full pay step salary 
increment annually to other temporary employees filling 
permsneat positions. (Revised by President, 10/25/71) 

(3) T«wor.rT Sarvic. Cradita for SaUrr Inera^nt 

A full-clM tmpatmrj cnployM appolatad to • pcimanMC 
poaition irlthout a braak In aarvle& ahall ba anclclad to 
ba cradltad vlth that Hoont of aarvlca eradlt for a 
aalary laertMat. 

W Salary InexmuBt vt^iim in Probationary Statua 

A0 ellglbla «pl«faa aay raelava a salary loeraMat vblla 
OB probation. Renavar. if an aaployaa baeoaaa allglbla 
for a aalary loeraMat dttrlog • probationary parlod ohleh 
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has been extended for cause » he nay not receive a salary Incrcaent 
until he Is approved for permanent status. Upon satisfactory con* 
pletion of the extended probationary period , the effective date of 
the eaployee's peraanent status will becoae the salary Increment 
date. An employee who has been assigned a probationary .period of 
aore than one year may receive an Increment , even though he •has not 
yet earned permanent status » provided his vork record up to that 
time warrants advancement. 

(5) Salary Increaent Dates (Approved by the President, July 22, 1972) 

Increnent dates will be the anniversary of the date of initial 
employment. The effective date of a salary increment is the first 
day of the first pay period following the pay period in which the 
employee's increment date falls. Should an adverse action be 
taken such as the extension of the probablonary period for cause » 
the salary Increment date will be reestablished. ^A temporary 
employee who is assigned as a permanent employee without a break 
in service shall have his increment date determined by the date 
of his employment as a temporary employee. An employee on an . 
extended military leave shall be assigned an increment date 
determined by the date of employment. 



(6) Reassisiiaent of Salary Increment Date 

A new salary Increment date shall be assigned under the following 
circumstances : 

(a) Hhsn an employee's probationary period has been extended for 
cause t his salary IncrcsMnt date will be extended an equal 
amount of tine. He may not receive a salary Increment until 
approved for permanent status. 

(b) When an employee has been on authorised leave without pay for 
a period exceeding two calendar months (excluding leave for 
military service* disability » or self -improvement) » the salary 
incrcnent date shall be adjusted in accordance with the num<- 
her of months the employee is on approved leave. 

(7) Delayed Salary Increment 

An appropi;late official may recommend that an enployes's increment 
be dslsyed If he believes that the esvloyee'e performsnce hss been 
substsndsrd. In such cases he shall mmtait In writing to the Director 
of Personnel his reasona for the delay and a recommendation as to 
the period of tine the salary Increment awsrd shoold be delayed. 
Approval of the appropriate campus deami or the Oegn of Admlaigtretioni 
end the Dirmctor of Pereonnel shell be meceeeery bef of e such action 
is tsken. The Director of Pertotanel ghall te^t in mriting to the 
President in July of eadi year a svmaxy of all actions taken dnriag 
the previoum fiscal yeer i:egaxding eadi dilaymd miilary inersmemt 
requested and/or approved. (Approved by Sepportiag Services Imviev 
Bosrdt April 15» 1971) 



(8) 



Notlf lc«tlon of Salary Incrcaent D>l«r 



In all cases of salary Incresient delay, the affected employee 
shall be notified in vritlng at least tvo weeks in advance of 
the increaent date by the Director of Personnel of the reasons for 
the action. He shall be Inforaed that he aay register a grievance 
if he wishes to do so. The affected penanent or conditional 
eapioyee Bust request a hearing in accordance with the griev- 
ance procedure within five days of recipt of notification of the 
action; otherwise, his salary increnent will be delayed. (See 
paragraph 4.302) 

(9) Special Within-Grade Advancement 

The Director of Personnel may recommend to the Dean of Admin- 
istration that employees of a particular classification be given 
a special within-grade advancement in special or emergency situa- 
tions. Detailed supporting evidence will be supplied by the 
Director of Personnel and other appropriate officials. (Revised 
by Presidentt 10/25/71) 

Overtime Work 

(1) Compensation for Overtime Wbrk 

Overtime is defined as work in excess of 8 hours per day or 40 hours 
per week. Hours paid £ot but not worked such as holidays* vacation* 
and paid leave shall be considered hours worked in the implementation 
of this policy. The rate of pay for overtime work shall be time and 
one-half the employee's regular rata of pay. notwithstanding the 
foregoing* an employee may work mora then 8 hours In one day at his 
regular rate of pay to make up for hours absent during the same 
week provided that: 

(a) Be requests such an arrangsment for his own convenience* with 
the understanding that lie will not be paid time and one-half. 

(b) His supervisor consents to the arrangement* 

(c) A written agreement to the arrangement » signed by the employee 
and his suparwlsor ba filed with the Mrmetor of Pereonnel be* 
fore pora than 8 honra are worked la one d&f. 

(d) Mo mora than 40 houre are worked In tte< week. 

(2) Approval for Overtime 

Pacmlssioii most ba obtslaad ttm tlia Siractor of rtratfoatl ha- 
fore ovwtime la worked. Xm aroepticrnsl or niifgsncj clrenmstsneeat 

(a) the eaiptts dmaaa may Hndt ovmrtiM wiMt it la maeaesiry to 
protaet propit^ 6r tm Iceip dha Colligs 1ft o»tratlM4 

<b) CMpu dMos wKf MKhoriia «f*rtiii bMaoM eC tmpgata^^ aftar- 
colliM ttM of CaelUtlM «ad fidUl tti*i f or i«lfih MC «1U 
b« tsiiAiDrMd.. 



4.122£ 



The appropriate form should be submitted by the Cempus Deana 
to the Director of Personnel after he has authorised overtime 
under the circumstances mentioned In (a) and (b) above* 
(Revised by President » 10/25/71) 

f • Longevity Pay 

(1) Amount of Longevity Salary Increments 

The amount of each longevity ealary Incresient shall be 
a one-step increase on the Staff pay schedule. 

(2) Effective Pate 

A longevity salary Increment shall be effective the first 
day of the first pay period following completion of the 
employee's 10th, 14tri, and 18th year of creditable service 
according to his anniversary date. 

(3) Computing Creditable Service 

Creditable service for computing eligibility for longevity 
salary increments shall include all permainent and condi- 
tional employment with MC, such service with MCPS as is 
certified by the MCPS Department of Personnelt and such 
service with the Montgomery County Government as is 
certified by the County Personnel Officer as qualifying 
toward longevity under the County Personnel regulations* 
Creditable MC service shall also include all authorised 
leave with pay, authorised leave without pay for military 
service or self -improvement, the period of temporary employ- 
ment » and the time a permanent employee is on approved 
disability leave. In computing the sum for such service» 
no credit shall be given for any month in which an employee 
was employed fewer than IS calendar days. 

(4) Creditable Service for non-staff empleyees of MC assigned to 
a staff position 

Whenever a non-staff employee of MC is appointed to a staff 
position^ he shall be granted creditable service for the 
purpose of computing longevity as a permanent or conditional 
staff employee for all periods of full-time cmplpyment by HC« 

g* Mittht Shift Differential Pav 

All staff employees who are eoiployed to work regularly more 
than 25 hours per week and iiho are required to work between 
the hours of 10:00 p.ui* and 6:30 a.m. shall receive a premiun 
of 25c P«r hour for all hours actually worked during that 
period of time. No shift differential shall apply for less 
than one full hour worked during that period. (Approved by 
the Board of true tees » Septeodier 25» 1972) 
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(1) Bllglbilltv for Nleht Shift nifferentlal Pay 

All staff employees who are employed to work regularly 
more than 25 hours per week and who are required to work 
one or more hours during the night shift shall be eligible 
to receive the Night Shift Differential Pay premium. 

(2) Approval for Night Shift Differential Pav 

Approval must be obtained from the Personnel Office before 
staff employees are either permanently or temporarily 
assigned to the night shift. Such approval shall be re- 
quested in writing by the appropriate supervisor (or admin- 
istrator) and shall identify the positions to be assigned 
to the night shift by position number, and shall be valid 
for an indefinite period of time in the case of permanent 
assignment and for a specified period of time in the case 
of temporary assignment. In exceptional or emergency 
circumstances where it is impossible to obtain such prior 
approval, approval after the fact must be obtained at the 
first available opportunity. 

(3) Reporting Hours Work ed on the Night Shiff 

Supervisors of employees assigned to the night shift are 
responsible for maintaining adequate documentation of all 
the hours worked by such employees and for accurately 
reporting such hours of work for pay purposes. 

(4) Time of Implementation 

Implementation of Night Shift Differential Pay is 
authorized for July 1, 1973, or sooner, if funds 
should become available for this purpose during FY1973. 
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4.1.V 



{ 



4.14 NON-DISCRIMINATION POLICY 



4.1/a Policy 



Discrimination on the basis of sex, race, or creed is prohibited 
in employment practices and in the administration of all other 
personnel actions. 



4.142 Procedure 



Any person having information ccncerning a violation of this policy 
shall file said infomation in writing with the President. Upon 
receipt of said information, the President shall cause an investi- 
gation to be conducted to determine whether the non-discrimination 
policy has been violated. If the President determines there has 
been a violation of this policy, he shall take whatever remedial 
action he may deem necessary and appropriate. 



4.16 EMPLOYMENT PROCEDURES 
4.161 Policy 



The President shall make provision for the receipt of applications 
on a non-discriminatory basis and shall establish an eligibility 
file. He shall recommend the best qualified applicants for appcint- 
ment by the Board. 



4.162 Procedure 



a. Method of Application 

Each applicant shall submit an approved application form to the 
Director of Personnel. Although a vacancy may not exist, an 
application Is also accepted for the purpose of establishing an 
eligibility file. Applications and related material shall be 
considered the property of MC. 



b. References 



References are required to determine tne reputation, competence, 
honesty, stability, and dependability of each applicant. The 
Director of Personnel may recommend disqualification of an 
individual before or after appointment who does not possess a 
satisfactory record. 

c. Employee Identification 



Identification Carda 



An identification card is given to each employee. The identi- 
fication card contains the picture of the individual, means 
of identifying the Individual, and the signature of the 
individual. A second identification card is placed in the 




f 
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p«nouel file of each. esploTee. No eaployee ehotild 
report to vork before receiving hie Identification card. 
Eaployeee idio reelgn met return their Identification 
card to the Director of Pereonnel. The final ealary 
chec)& irill be irithheld until the card la received. 

d. Review of Applicationa 

Bach application ahall be revieved by the Director of 
Fereoanel and a decialon will be «ade regarding eligibility 
for eaployment. 

e. Ceueee for Rejection of an Applicant for Eaployment 

Any of the following may be deened euf f icient cause for 
rejection of an applicant for enployment: 

(1) Lack of specified minimum qualification requirenents. 

(2) Making false or incomplete statement on the application. 

(3) Lack of physical, mental, or personal* requisites deemed 
necessary Cor the effective performance o£ the duties 
and responsibilities of a position. 

(4) Illegal use oC narcotics or the excessive use of alcoholic 
beverages. 

(5) Civil or criminal record. 

(6) Record oC diamiasal or resignation not in good standing 
from the MCPS or MC. 

(7) Diacharge or release from the military service under 
conditions, other than honorable. 

(8) Failure to make and complete applieatiom on standard 
application form. 

(9) Such other causae and reasons as deeeed sufficient by 
ttie Preaident. 

f . ■eaular Appolntmemte ' 

letnlar appolatmenta, as contraated to tralmaa atatua appoint* 
mmntev Involve appllcaate who are eoneldered folly qualified 
tm the position for lAlch they arm mpplying. Regular appoint* 
mamta lanrolve permanent, condltlonml, or temporary smployeee. 
BVloyaam so eppoiated mill be plaemd on the mmlaty echedule 
Itt aeeordmnee mlth the responelbilltlas of thm Job to iriiith 
they eta* being appolmted end their em d^llltima. 
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Mnt or Conditional Baplay a ^ 

Tlu Director of Personnel ahall recoMend th* hmm^ 
«ppac«.t to the Pre-ldent for .JS^SSt'b; Si BS?d""** 
to « penMOMt or condition.! position. Mori then^ 
P«Jon My be appointed to a position; how^r.r. the JJtal 
«-ber of hours may not exca«l the ni«ber established for 

ilL^JVin";. '-"-JS? «Pl Wt «y be raacinSSrwh^i- 
•var a fuU-tiws qualified applicant is available for 

s:is:^:.r"'b:i;,r""" • '-"-'^ - 

<2) TaBPorary RroloTeee 

An applicant Bay be assigned, as a teaporary «n)loTee 
poaition when the position cannot be filled by a aenan..^ 

vacated by an authorised absence. Other personsUorkln. 
«d.r special Board projects for which loSS^t^"^ 
Sliyew.""' considered'to Je~Lporary 

(3) Subatitute Eap iny— 

«*loyeea are asalgned according to the needa 
for other employee benefits. ^laxDie 
Trainaa St atus ABBoln^■>«^- 

Whsn It is considered in the best Intaraat of ir . 

•11 of the qualifications as deacribcd in thaela.. W»!!?f7 
ejtion. An individual so .ppoinf?:;u*"b:ld2S?iS^"'- 
iSSnJUt^SJTK!';'"*- «• • trainee aStS 

official and the DiractoTof PttaomlTS!? *n»'«»P'l«*« 
cation. d.«:ribed in thTclw. ISSScJJS-^ th. qualif i- 

IS 2 Alteration. In the trSSnTpr^rH 

mut hm approved by the Director of Per^wnS/ 

(1) Trijaaa Anp oint^ta 
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(3) Pel— nent AppoioOicot 

Upon ••titfactory cospUticm of tho training pro- 
Kr«9 tho incoiboat viU be granted e regular eppoint- 
Mnt to a peraanent position. He sliall then eerve 
the nonuil probetionery period required and upon 
euccessful completion vill hold penanent statue. 



(4) Erxly Proaotio i^ 

In instances of exceptionally rapid growth in cospe- 
tence^ e treinee aay becou eligible for provotion 
prior to the completion of hie treining progrea. 
For pertinent proeedurts refer to Section 4.283c. 

4.18 PHTSICtt BMMIWifllOIIS 

4.181 POLICY 

Baeh pereoB eppointed to e poeition la to be free froa dieebling 
ellMttte or defecte vhich vould disqualify hia for the poeition 
for which he ie spplying and suet be of eufficient health and 
vigor to perfora the dutieft and respoaaibilitiee of the poeition 
to which ha ie eppointed^ The President ehall determine the 
health and phyaical reqoireaente for epplicsnte end eaployees 
ia each claesification. 
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All aaployeee ere required to euhiit certein evidence of 
freedoai froa active tuberculosis • See peragraph 7.90 for 
dateile. 



it appeare that aa MC aapleyae haa a phyaical or 
asatal eonditloa lAith advereely affecte hie coapeteace or 
tha well-belag of eitbar the piAUe or otfcer eaployeeot or 
eanaaa hla to be dbeent aaeeseiwalyt the Director of Pereoaael 
asy raqaite hla to diecoatiaoe work laaedlately or to be 
etaelnad by Che Couaty HaUth Of fleer or e duly lleaaeed 
phyalalaat slio Aall report hie f iadti«a to the Deen of 
Adaiaiatratioa. in asployee lAo la required to dleeoatinua 
vorfcaay mot ratura to lairfc until anthariaad by tha Director 
of Poraoanel* lha atatoe of mdh aaployee during thle 
pario< ihaU be detatmiaad by tba Director of Peraooael. 
(lavlaad by Praeldeat 10/2S/71) 
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4.201 

4.201 POLICY 

The President shall establish a comprehensive program of examinations 
for all MC staff positions and procedures for the implementation of 
such progrsm. Entrance and promotional examinations shall be com- 
petitive, free, and open to all eligible persons. 

4.202 PIOCSDURE 

a. Examination Proarsm 

(1) Compoaition of Examination 

The Director of Personnel shall determine the compoai- 
tion and scope of all examinations with the approval 
of the Dean of Administration and after consultation 
with the appropriate officials to determine the content, 
concepts, and standarda. Examinations may consist of 
oral, written, and/or Job performance teata or any 
other examination method deemed necessary to determine 
the relative abiliCiea of the examinees to perform 
the duties and responsibilities of the position for 
vhich the examinaticm is being given. 



(2) Examination Schedules 

Examinations shall be conducted on a contlriiious basis. 
Applicants or employees may be given examinationa 
individually or iu groups. 

(3) • Safeitusrding Confidential Content of Examinations 

The Director of Personnel shall take reasonable precautions 
to safeguard the content of examinations. Information 
therein may not be released without specific authorisation 
of the President. 

(4) Invalidatinm Bxaminationa 

The Director of Personnel may invalidate an examination , 
in whole or in part, at atqr time, if he determines 
that there has been mof irrsgularlty in any phase of the 
. examination proeess. This aetion may disqualify the 
exmalnee. 

b« l^^l ^ Examinees 

k mMerical rating eystsm or other appropriate rating system 
mmf wM to tate.etamineee. 

e. Mlimi^rf ^l^fT 

U) Bstibitslimeff tL t^tgt MHtv Piles. 
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4.221 
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Ratings of exanlnees who pass examinations for a 
position shall be placed in the eligibility files 
established for that position. Eligibility files 
shall be maintained by the Director of Personnel 
reflect accurately the employee's relative standing. 
All lists shall be considered the property of 
Montgomery College. 

(2) Duration of Eligibllltv Piles 

Names remain in the eligibility files for a period 
of one year. However, because of unusual circum- 
stances, eligibility files may be abolished prior 
to or extended beyond that date by the Director 
of Personnel. 

(3) Use of Kliylbllltv Pllea 

Whenever an existing position becomes vacant, the 
Director of Personnel shall assign the best quali- 
fied eligible applicant to the position. 



EVALUATIOM 



POLICY 



tS^" establish employee performance evaluation 
procedures. The purpose of perfonaance evaluations shall be 

iS-f H *^Tf °^ employee services and the ratings 
shall be a determining factor in personnel actions. 

4.222 PUHPOSB OP EVALUATION CONFERENCE 

An evaluation conference shall be held annually, or more freauentlv 
if needed, to provide motivation for self ImprJ^eMn^ rt^Sr ^ 
gaining greater effectiveness of the employe's ^lie. S Jddl 
tlon. the ratings of the performancelJalLtlSn JSll be Sed 
in coMlderlng employee salary Increment, promotion demotJ^T 
transfer. dls-l.«ii. «ul advaJce-ent IthlS J^e m wSJ irior 
other appropriate action. » «»e as weii as for 

4.223 NOTinCATIOB 

4.224 FRB-B?ALDATIOIf OGHFERBHCE 

•uiKwvlsor thoald hold a eonfarenee to orient the «q>loye« 

tiM oqiloyM wlU b« evalmtod. Standards of tfork and 
partonal trait* aa reUtad to work thoold ba nsed aa a 
•MIJ for dlaeuaalon. Ilia eatraiit posltloii daacrlption 
•hoaUaarv* as a gnidelliia throaglieiit meh a cenfaraaea. 
Wrwrad by Sopportlns Sanrleaa Uvim Board 4/15/71) 
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b. Vhmn there is evidence that the employee will need to 
laprove before he is given permanent status, before a 
salary incrsaent will be recommended, or before other 
action will be taken, more than one pre-evaluation 
conference must be held. The supervisor should make 
a vritten record > the conference and a copy should 
be given to the ^. .i Oyee. In all such cases, a pre- 
evaljation confet :;ice shall be held at least three 
months before a final determination must be made 
concerning an employee's status or eligibility for 
a salary increment. At that time an employee shall 
be given specific suggestions for continued Improvement. 

4.225 EVALOATZOH CONFERENCE 



r 



a. Bvaluatio!! conferences should be scheduled so that the 
ss^loyee will be given sufficient notice of the appointed 
time. The employee a&«l the Immediate supervisor vlll 
participate in the evaluation conference. 

b. The evaluators should take this opportunity to discuss 
areas of strengths and needed Improvements, and to identify 
changes that may need to be made in the employee's posi- 
tion description. (Approved by Supporting Services Review 
Board, April 15, 1971) 

c. Tha evaluators shall make conaents and recommendations 
and shall be responsible for obtaining the signature of 
the employee. If the employee does not concur with any 
part of the evaluation, he may attach his comments to the 
evaluation form. 

d. Parsonnel action requiring an evaluation may be determined 
by the report of the last evaluation conference if one was 
held within three months of the date of the proposed action. 
In such case 9 only the recommendation section of the 
evaluation form lAich was forwarded by the Director of 
Peraoansl vill be completed. The signature of the employee 
aad the evaluations are required. 

Thm appropriate cimpus dean will review and sign evalua- 
tions for sivloyees assigned to his caaqms. The Dean 
of Administration will review and sign evaluations 
for employees assigned to the central adminiatrative 
staff. 

4.24 nmMsrm im wammwr yTATffP 
4.241 POUCT 

The Prmmideat shaXl nake provisions that allow an employee to 
atuln pmtmanant atatas after demonatrating competency. 
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PROBATION 



*• I'tttth of Probationary Period 

The nonaal probationary period shall be six months. When 
the Director of Personnel deeus It necessary, he may assign 
longer probationary periods. (Approved by President, 10/25/71) 

b. Hlscellaneous ProvlBlnmi 

A probationary employee filling a permanent or conditional 
position shall became eligible for consideration for per- 
■anent status upon satisfactory completion of the probationary 
^ .7^',. probationary employee Is subject to personnel 
H^M^Z !*' lay-off, dismissal, and other personnel 

; J P"'»«"onary promoted employee who has permanent 
status In his former position may be returned to his former 
status without the right of appeal. 

Mtenslon of Probationary Pe riod for Hew nr Promoted Bmnlny ^, 

If the appropriate official Is not satisfied that a probationary 
employees work record Is sufficiently satisfactory to waSan? 
hi. reco«endlng that the employee be granted permanent staJus, 
he may reconmend extension of chat employee's probationary 
period for a specified period of time, Zt CflccSedlng s~ ionths. 

the^Dlrector of Personnel at least 15 days prior to the date the 
employee Is eligible for permanent statuj, knd mus? contaJJ^tJe 
o?;r/**L!'"r'r*'^ the extension. After reJLw «a Ljjjval 
JiA^JrtlT^''i°\^ appropriate campus dean or thrDelS'^S 
Administration, and the Director of Personnel, the employee shall 
nL^^fi***/" writing of the extension of th^ prob^JloS? 
period In advance of the effective date of extension. 

Separation During Probatln^^r y Period of Mik, R-p i.^..., 

(1) If at any time during a probationary period an 

appropriate official determines that a probationary 
aaployee's work record Is unsatisfactory, he may 
S^'STS^f.S I Director of Personnel that the employee 
be dismissed. Such recoamendatlon shall be In wrltlnT 

S^^-Sn the recol«eSaSo""* 

ha shall so notify the employee In writing at least two 
weeks m advance of the effective date o? dlsmlwll 
Such notification shall inform the employee ofJte 
reasons for the dismissal and of his ilght tS appeal. 
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(2) The eaployee vho has been recoaaended for dlaaisaal 
■ay appeal the deciaion within 5 daya of receipt of 
audi notification, otherviae the diemiaaal ahall be- 
com final. Such appeal ahall be nade in writing 
to the Paraonnel Officer and shall etate apecific 
reasona why the dismissal action ahould be reversed. 
The Director of Personnel ahall submit the appeal 
along with all other materials pertinent to the 
action for dismiaaal to the Dean of Adminiatration 
for review and final decision. The appellant may 
request a hearing by the Dean of Administration. 
The decision of the Dean of Adminiatration ahall 
ba final and he ahall notify the appellant of 
auch deciaion in writing within 10 days of receipt 
of the appeal by the Director. of Personnel. In 
the event of dismissal the employee shall receive 
such notice two weeks in advance of the effective 
date of dismissal. 

<3) In the event the Director of Personnel does not approve 
the recoomendation for diamissal, the supervisor 
recoanending dismissal may appeal the matter to an 
ad hoc panel of three college employees to be appointed 
by the Staff Review Board. 



^b^tionarv Period of Prn moted Parmanpnt-Status P^r«A n^«i> 
ampioyees * 

Upon satisfactory completion of his probationary period, a 
paraanent-statuB permanent employee may be awarded Dermlneni: 
status in the position to which he has beSn prJmSted?^; 
same procedures provided for granting permanSnt status as 
s psrmsnent employee shall be used. The effective dlte JhaU 

^!L2% !u'*" * p""''*** *»p^»y«* ««"«^^^ 

covpletes the probationary period. 

gyobatlonarv Period of Pr««n.. e d Probatlon«rY-Status EmnlnY «« 

A probationary-status employee shall be* required to serve 

at least a sixHMnth probationary period In amy permanent 
position to which ha may be promoted. Such probatloniS 

parlod Bay run .concurrently with his probatto^ 

In tha original position. ' peirxwi 

♦.243 PEnMNBHT STAIDS - 

a. Ufaetiva Dat e of -P.rM*heht Statu* ^. 

li!*!!'*^*^* date of permanent ststus shall be at the 

b« Saaeiai 'cradita ' ^ 

toiJ3S*^'5i*nJ!"""" • t-V'Wy or a patMnant 
pesition aod appoiutad to a. permanant or conditional 



position without a break in service shall be entitled 
to be credited with that amount of service credit 
toward peneanent status. 

c. Transfer of a Probatlonary-Status Permanent Employee 

Each probatlonary*statU8 permanent employee who is tran6*-> 
f erred from one permanent position to another permanent 
position of lilce responsibility shall retain the momths 
he has satisfactorily served In his former position for 
credit towards earning permanent status as a permanent 
employee and for the award of a salary Increment. If the 
prior service has not been satisfactory » he may be assigned 
a new probationary period and a new salary increment date. 

d. Recommending Permanent Status 

A permanent status reconmendation must be in writing and 
shall be submitted to the Director of Personnel at least 
15 days before the recoimiiended effective date. Such 
recommendation shall be made by the appropriate official 
and shall contain a certification that the employee's 
work record Is at least satisfactory and a statement that 
the granting of permanent status Is recommended. 

STATUS OF INCUMBENT OF RECLASSIFIED POSITION 

The incumbent of a reclassified position shall retain the 
status he has In that position at the time it Is reclassified. 

TRANSFER OF A PERMANENT-STATUS PERMANENT EMPLOYEE 

Bach perttanent-status permanent ^nployee who Is transferred 
from one permanent position to another permanent position 
shall retain the months he has satisfactorily served in his 
former position for credit towards the award of a salary 
increment or longevity salary increment. 

LOSS OF PERMANENT STATUS 

Bach staff employee >ho leaves the service of Montgomery College 
shall be considered a probationary employee when he is re*- 
employed. 

STATUS OF EMPLOYEE TRANSFERRING FROM ONE TYPE OF STAFF 
POSmCN TO ANOTHER 

A pmnBnjBiat->8tatus^ a tempprary position 

shall automatically {orfait liis perm^ status as an emplc^ee. 
A temporary. a pro- 

bationary <^ to :a permanehti pbs^i^^^^ be required to 

serve the proba[tlxm»^ per iod; of thatt position ^b^f<^ he can 
beeone eligible to earn p^ status. 
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HECBBDITING OF FORMER SERVICE CREDITS 



A f oraer employee, upon reappointment to a pemanent or condi- 
tional position in the same classification. »ay be grwted full 

ZJt^ f schedule, provided he completed tivi It more 
years of satisfactory service at MC and is re-employed S^?hin 
three years of the termination of his employment 



HWORS AND AWARDS PROGRAMS 
POLICY - 



The President shall provide for suitable programs to recoanlze 
employees who bring honor to MC or to theiselvS as^^S S 
incentive programs which recognize and encourage excellent 
performance of duties. "cexxenc 

PROCEDURE FOR LENGTH OF SERVICE HOMOR-AWARD PROGRAM 

a. Eligibility 

Employees with 15 or more years of creditable service shall 
be recognized for their length of service. Creditable 
service shall be determined in the same manner that loutevltv 
pay is determined for permanent and conditional elploJSr ^ 

b. .Awards 

Awards wlir be made upon completion of 15, 25, and 35 years 
of creditable service with MC. ' " 

c. Emblem and Certificate Awards 

MC symbol and the number of years of service being recognized 
The Length of Service Award will be made to eligible «SoJ^e; 
S J appropriate program. I JeSif?! 

S sem". * indicating the number of years 

PROCEDURE FOR GRANTING OUTSTANDING SERVICE AWARD 
a. Bllgibllity 

to H^^'ider.l for^ 

ia» grade or for ptl^^^ ^ . > 

J?^i«»^dlMrll^^ 
jchejule «d rtali^^^ 
talned putst-i^ing 
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outstanding service wards which may be granted include 
certificates and/or cash. 

Procedures for Recomending an Outstanding Service Auard 

When an appropriate official believes that an employee 
under his supervision has qualified for consideration 
for an outstanding service award, he may recommend the 
employee for an award. The recommendation must be in 
writing, must contain specific examples of the outstanding 
work, and must be submitted to the Director of Personnel 
for transmittal to the Staff Review Board. 

d. Staff Review Boerd 

The Staff Review Board (see paragraph 4.11) shall review 
nominations and recommend outstanding service pr other 
incentive awards according to the Infoxmation sub- 
mitted. Such awards (and reasons therefor) shall be 
made a part of the employee's personnel file. Nomina- 
tions for awards shall be reviewed In July, Novmber and 
March, or more frequently, If needed. (Approved by 
President, 10/25/71) v«pp o ea ny 

e. Procedure for Recognizing Acts of Heroism 

In recognition of an exceptional act or an act of heroism, 
an employee will be honored in a public ceremony. He may 
be granted an advancement of one or more steps within his 
pay grade which will not affect the employee's incremmt 
date, or he may be given a cash award. A certificate 
recognizing the act of honor will also be awarded. 

f. Other Recognition 

Employees should report to the Director of Personnel any 
persons they consider worthy of recognition. The honor 
received will be publicized in appropriate MC publications. 

4.28 PERSOHNgL ACTIONS 
4.281 POLICY 

The Board recognises the necessity for certain personnel actions 
which support the principle of career ^ployment. The President 
shaU m^dcie proyisipns^ for such actions 

as transfer, promt ion, demotio^^^^ retirement, reduc-* 

tira in fo^ce, SM^ dimisi^al.^ 

♦•282 TUWrtR^j^^ 

■• 's; ...Definition- ' v 

Tranaf er 1. *the 1^ 

to another vlthin the saiM elassif ication. 
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b. 8f tU8 of Tranaf erred Employee . 

An flmployee who seets minimum qualifications established 
for a position of the same classification may be trans-* 
f erred with or without his consent, except that transfer 
to a temporary position requires the consent of a perma* 
nent employee. A transfer to a permanent or conditional 
position shall not change the status (probational or 
permanent) which the employee holds. 

c. RlRhts of Tranaf erred Probationary^'Status Employee 

A probationary-status employee or a temporary employee 
shall have no rights to his former position if he fails 
to perform satisfactorily the duties and responsibilities 
of his new position or if he wishes to be transferred back 
to his former position. However, every effort will be 
made for proper adjudication of the problem, 

d. Rights of Transferred Permanent-Status Employee 

A permanent-status employe^, if he fails to perform satis- 
factorily the duties and responsibilities of the position 
to which he was transferred (except for reasons of miscon- 
duct), may be permitted to transfer back to his former 
position or comparable position if a vacancy exists. If 
no vacancy exists, every effort will be made to place him in 
hla former poaition or a comparable position when an 
opening occurs. If he requests a hearing, the employee 
may not be separated from MC service prior to a hearing 
before the Dean of Administration. (Approved by 

President, 10/25/71) 

PROCEDURES FOR PROMOTION 

a. . Definition 

Promotion is the movement of an employee from one classi- 
fication to another classification with more responsi- 
bility at a higher pay grade. 

b. Promotional Policies and Procedurea and Eligibility for 

Promotion : 

■ " " r . ' ' ^ . . • 

Each ^ployee who meets the estab- 
lished by the President for a position may be deemed eligible 
for consideration for promotion. After the employee files 
a proMtion requMt f^^^^^ 

the iemployee is scheduled for a prboio tional examination - 
eUlMT w l8 determined 

ta bi 1^ 
. f lie. ; A^^^^ 

: iMfomo appliKcants wi -from the eligible 

; Wle. ■ ^tf tlwi-^app flfupervisor ;dpe6^ hot >ri8h to 

Mleet t^^ 

J^eitlng this app^ 
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are nade, an additional promotional referral may be 
made by the Director of Personnel. 

c. Promotion of an Incumbent In a Trainee Status 

In cases vhere an employee who Is not fully qualified for 
his position In terms of education, training and experience, 
Is occupying that position In a trainee status at a lower 
grade level than the established grade for the position, 
the employee may be considered for promotion to th&t 
established grade level upon completion of at led«(t cue 
year's experience as a trainee In that position. In such 
cases tbe appropriate supervisor will be required to demon*- 
strata to the Director of Personnel that the employee has been 
performing the tasks of the assigned position In a manner 
comparable to that of fully qualified Incumbents of like 
positions. A promotion under these circumstances which 
Involves an advancement of more than three pay grades 
requires the approval of the Supporting Services Review 
Board. 

d. Pr<»otlon of an Incumbent In a Position which has been 
Reclassified 

An employee who Is ah Incumbent In a position which has 
been reclassified shall be given first consideration for 
promotion to the reclassified position on a non*-competl- 
tlve basis* If the employee does not meet the new qtxallfl* 
cation requirements or does not otherwise qualify for pro- 
motion, the appropriate supervisor may recommend retention 
of the Incumbent In the reclassified position In a trainee 
status or he may request that the employee be transferred 
to a different position. 

e. Salary Step of a Promoted Employee 

An employee who Is promoted from a lower grade to a higher 
grade ordinarily shall be placed on the lowest step thereof 
of the new grade paying a salary which Is approximately 5 
percent greater than the salary he Is receiving at the time 
he Is promoted. However, when there Is an Increase upon 
promotion of three or more pay grades, an employee shall be 
placed on the lowest step of the new grade which will assure 
at least a 10 percent Increase In pay. A placement which 
differs from this procedure requires the approval of the 
Dean of Administration. (Revised by President^ 10/25/71) 

f . Longevity Pay of a Promoted Employee 

Longevity pay shall not be used In determining the basic 
salary step to iihlch a promoted^^^^^^ be assigned. 

The longevity pay an emplbyieie is^^ the time he 

is promoted 1^:11 be adjiistcd^^ t^^ same 
date the cmployeei* e p^^ 



g. Kftectlve Date of Promotions 



The effective date of any promotion shall be the date 
on which an employee is assigned his new position. 

PROCEMIRES FOR DEMOTKMi AMD VOLUNTARY IffiASSIGNMEKT 

a. Definition 

Demotion Is the movement of an employee from one grade 
to a lover grade. The purpose of demotion may be to match 
the skills and/or abilities of an employee with those 
required by a classification, to provide placement for an 
employee vhen a position is being abolished, or to provide 
disciplinary action. 

b. Employees Subject to Demotion 

Any employee who does not satisfactorily perform the duties 
and responsibilities of his position, who fails to obey 
duly authorised directions of his supervisor, or who acts 
in a manner deemed not in the best interest of MC service 
shall be subject to demotion. 

c. Demotion Procedures 

An appropriate official may, when he considers such action 
to be necessary, recommend that an employee be demoted. 
Such demotion recommendation shall be in writing, shall 
state the reasons for such recommendation, and must be 
submitted to and approved by the Director of Personnel. 

d. Notification of Demotion 

Any employee who has been demoted shall be notified in 
writing by the Director of Personnel at least two weeks in 
advance of the elf active date. Such writton notification 
shall state the 'reasons for the demotion. 

e. Appeals from Demotion 

A permsnentrstatus permanent employee who has been demoted 
must request a hearing before the Deah of Administration within 
five days p£ the; r^^^ the action; 

otherwise hia demotion shall become final without action 
by the Dean of Administration. (Revised by President. 
■ ,, 10/25/71)--^f:- -^"^ 

f . ^ bamotibn of Prohati<^ Employee 

A right to 

. V . .,;jappMl«>;|^^ status as 



employee who is in probationary status in his present 
position as the result of promotion shall have the same 
appeal privilege as a permanent-status employee in that 
position if his demotion would result in his being placed 
in a different type of position with a lover grade or 
salary than the position he was filling at the time he 
was originally promoted. 

g. Decision on Demotion Appeals 

Whenever an employee appeals a demotion^ the Dean of Administration 
shall be informed of the reasons for the demotion by the Director of 
Personnel. The Dean of Administration shall grant a hearing on all 
demotion appeals, and his decision on demotion shall be final. 
(Revised by President 10/25/71) 

h. Procedures for Voluntary Reassignment to a Lower Grade 
Position 

An employee may be continued in his position without a 
reduction in salary, whenever it is reclassified to a 
lower grade. An employee may be reassigned with ox 
without reduction in his salary whenever he requests a 
reassignment to another position of a lower pay grade, 
or whenever his position is abolished and there is no 
. other vacant position in the same or higher grade for 
which he may be qualified. 

PROCEDURES FOR RESIGNATION 

a. Definition 

«■ 

Resignation is the separation of an employee from the MC 
service through the submittal of a notice that he wishes 
to resign. 

b. Resignation in Good Standing , 

An employee vho %rlshes to resign in good standing shall 
give his Immediate supervisor and the Director of Personnel 
written notice at least two weeks prior to his last duty 
day. The Director of Personnel may agree to a shorter 
period of' tine In unusual circumstances. 

c. Status of Leave Credits on Resignation 

1. An aqployee who leaves the HC service receives a 
terodnation pky provided for dis- 
position of sick and annual leave credits. 

2. M emj^loyee j^o 1^^ MCPS service and 
is deployed wi^ 

MCPSs^ 

bilaicie^-tr^ 
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llMlgiutton Not tn Good Standing 

An cnployee vho does not submit his resignation in 
compliance with the provisions of these regulations or 
nhoae resignation is not approved in good standing shall 
be considered as having resigned not in good standing • 

aesianation Without Notice and Not In Good Standing 

An employee vho Is absMt from work for a period of three 
days or more without notifying his immediate supervisor, 
the Director of Personnel, or other appropriate official, 
of the reasons for his absence shall be considered as 
having resigned without notice and not in good standing, 
provided that the failure to contact the appropriate 
official was not caused by unavoidable circumstances. 

The same rule shall apply when an employee fails to return 
to work within three days of the expiration of authorised 
leave. 

Penalty for Not Resigning In Good Standing 

An employee who leaves the College's service %rlthout 
resigning in good standing may be deprived of the oppor* 
tunlty to be considered eligible for reempl03niient and 
may be denied a satisfactory reference. 

Resignation Form and Procedure 

An employee who is resigning shall submit his resignation 
in writink as prescribed by the Director of Personnel, on 
the appropriate form* Resignation notices should include 
the date the resignation is submitted, the effective date 
of the resignation, and the reason for resigning. 

Reemployment Recomendation of Appropriate Officials 

The appropriate official shall indicate his approval or 
disapproval of reempliqiment of a resigning employee. The 
resignation notice shill then be forwarded to the Director 
of Personhel. 

Request for Review off Resignation Not in Good Standing 

^ permanent -status employee whose resignation has «aot been 
accepted in good standing oiay request an appeal thereon be- 
fore the Dean.of Adninistration. Such request for an appeal 
JMt W submitted within ^^f of notification 

of the accep^ce of his resignation not in good standing, 
and it shall ccmtain the reasons why .the employee believes 
hla reaigiiation should have been accepted in good standing. 

Jte^ flv^ days shall become 

final without action of the ^^ I^^ of Administration. 
(Revised by Pi^esident^ 10/25/71) s 
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KETIREMENT 



a* 



-mm 
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b. 



All staff employees covered under the Maryland State 
TMchers* Retirement System, Etaployees* Retirement 
System of the State of Maryland, and/or the Montgomery 
Community College Retirement Plan, shall be eligible 
for retirement when they have fulfilled the requirements 
for retirement as specified by the appropriate retirement 
plan. The Board, upon recommendation of the President, 
shall act upon request for retirement. 

All permanent-status staff employees not covered under 
the Maryland State Teachers* Retirement System or the 
Anployees Retirement System of the State of Maryland, 
and/or the Montgomery Comminity College Retirement 
Plan, but who would otherwise meet the requirements 
for retirement may request retirement from Montgomery 
College, The Employees Insurance Benefit Plan provides 
certain benefits to employees who retire. The Board, 
upon recomnendation of the President, shall act upon 
requests for retirement. 

All retired employees are eligible to continue membership 
In the Employee Benefit Plan, 



REDUCTION IN FORCE 



Definition 



Termination of the employment of a Montgomery College 
enployee may be made when, because of a change in duties 
or organization, lack of work or lack of funds, it becomes 
necessary to reduce, the number of positions temporarily 
or to abolish positions, 

b. Procedure 



(1) 



(2) 



(3) 



llie Director of Personnel shall recoimend any required 
reduction in force and report the necessity for termina- 
tion of employees and the reasons therefor to the 
President through the Dean of Administration, (Revised 
by President 10/25/71) 

If the President approves this recommendation, the 
Director of Personnel, shall notify the employee(s) by 
letter, stat^^^^ In force 

aiid indicating;, tl^ for reemployment. Bach 

empl((iyee so tm as much advance 

"ptUo M poss than two weeks. 

Upproved,]^ iSu^ Review Board, April 15, 

1971> «wle^^ 

Mrt^ <^ J)et^^ „ 4 

ItesuU of Kedua — — — 

AltlibugK 
cohsl(dtor<»d^;^^ 
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which employeeCs) shall be terminated because of 
reduction In £orce, the chle£ basis o£ the decision 
shall be the relative competence o£ the employees 
£or the Job that remains. Thusi In choosing be- 
tween two employees I the employee more competent 
£or the Job that remains shall be retained, 

4.288 SUSPENSION 

a. Definition 

Suspension Is the temporary removal o£ an employee from 
the MC service, A suspended employee shall not receive 
pay I nor shall he be permitted to use or to accrue any 
privileges or benefits during the suspension period, 

b. Employees Subject to Suspension 

An employee may be suspended by the Director of Personnel 
without pay for reasons of Inyestlgatloni misconduct » 
negligence^ inefficiencyy insubordination i disloyalty, 
repeated unauthorized absences, or other offenses » when 
alternative personnel actions, (demotion, dismissal » etc.) 
would not be appropriate. The Dean of Administration is 
the appellate authority in such cases, (Revised by 
President 10/25/71) 

c. Procedure 

(1) The Director of Personnel may suspend an employee 
for purposes of investigation at any time. Such 
suspension notice shall be in writing to the 
employee and shall contain the effective date of 
suspension. (Revised by President » 10/25/71) 



(2) Status of an Exonerated Employee for the Period 
he was Suspended During an Investigation 

Whenever an employee is suspended during an 
investigation and such employee is subsequently 
**exonerated»*r he shall be reinstated without 
loss of pay and benefits, 

(3) Status of Employee Poiari ^'Not Guilt^^^ for the 
Period he was Suspended Pending a Court Decision 

Whenever aici employee is suspended pending a Court 
. decision and . such e^ 
: *lldt Gu^ 

of pay and other beh(tf its*; ^^^^^^ 

■4.28?>:.:/,:DMMIS^ 

a. Kmploy^es Subject to DisttisMl :^^^ 



(2) 
(3) 

(4) 
(5) 



Any one of the following shall be deemed sufficient 
cause for dismissal, though dismissal may be for 
causes other than those enumerated: 

Cl) Tlr-t the employee be Incompetent or inefficient 
In the performance of his duties. 

That the employee has been wantonly careless or 
negligent In the performance of duty. 

That the employee has been offensive or brutal 
In his treatment of students, fellow emplovees 
or other persons. . " 

That the employee has some permanent or chronic 
physical or mental ailment or defect that Inca- 
dutie^** performance of his 

That the employee has violated an olflcLal regu- 
lation or order of the Board or failed to obey 
reasonable directions given by an appropriate 
official when such violations or failur/Vo A 
amounts to Insubordination or serfou""b7ea'c h o'f'^ 
discipline which may reasonably be expected to 
result in loss or injury to the Board or to the 

That the employee has taken for personal use a 
fee, gift, or other valuable in the course of 
his work for MC or in connection with it when 
such is given him by any person In the hope 
or^expectation of receiving preferential treat- 
That the employee has engaged In the Illegal use 
of narcotics, has reported to work under the 

to llT.\ " "^^^^^^ "porting 

That the reputation of MC has been prejudiced by 

^1^"^^.''°^'' °' if fairs, ' 

•8 by his failure to pay just lebts or to main- 
tain common ethical and moral standards. 

That the employee; has been convicted of a criminal 
of f ense^or of a alsdemeanor Involving moral 
turpitude. ^ 

SSJJ^.'^'^^^^ negligence or willful 
condu9t has caused damage to public property or 
wests of public supplies; > * PF°Percy or 



(6) 



(7) 

(8) 

<9) 
(10) 



(U) 



(12) 
03) 



That the e^>loyee has been fullty of ualoa 
threatening to use. or etteaptlng to use 

unethical pressure on any meahev of the Board 
or any employee of MC In securing pro«otlon, 
transfer, leave of absence, Increased pay, or 
other favors. f r* 

I^Ll^lf'^^'^r^ ' subversive person or 
■ember of a subversive group as defined by law. 

S!^?' "Vloy** falls to comply with the MC 
health regulations. 



Dl—lee al Procadw 

5 reco-end to the Director 

J^iii; .•"v~P^**'** «»lMi"ed when such 
action Is deemed to be necessary by virtue of one or 
moM of tlie causes for dismissal as set forth In oara- 

irr*'?'*'^ preceding. A dl«ilssal rJcoSSil.. 
tl«, .hall be In writing, shall state the reasonCs) for 
such rec»ndatlon, shall bear the endorsement of the 
appropriate campus dean or central office dean, and must 
be autaltted to the Director of Personnel for ievJewTJf 

^ £f*" J**! •■Ployee of the effective date of dismissal 
and his right to appeal. (See subparagrapS e beS) ?} 
iSrii^:rj Personnel decides that dlLlssal U not 
wranted. he may take whatever alternative action he deem, 
■oat appropriate for the best Interest of the Coll.I! 
(Bavlaed by President, 10/25/71) College. 

• notification of mm^aun^ 

An eoployee who Is to be dismissed nhaii v« 

JStSL^Soi^^^^^^^^^^^ ^ 

«J .hail be give" Jo^^'SfL^Ti^JifjL'S Ua'^t'""'* 
two weeks In advance of the ef f ectlve d!J! J^iJ ? 
(Uvlsed by President, 10/25/71) dismissal. 

Appeal fr om Dismisii^i 

£lva dmva of r«e«<n; fS^Ic^ '^S*** decision within 
.etI«?^the'r3.T5i'^,:5 

appeal TO ba m«le Si "Sl£•;^S^? **»^- Such 

artd aliall a^ta apeclfirJSSii^J^l^.^^^^^ Parsoonal 
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Hone Qt these three panel memberfi shall be from within 
the aame organizational unit as the appellant and they 
shall be elected by the Senate to serve on this panel. 
The Appeals Panel shall hear the appellant's case, 
conduct whatever investigation it deems necessary, 
and make its recommendation to the Deajti of Administration. 
If its conclusion is not unanimous, a minority statement 
shall also be submitted to the Dean. The Dean's deci- 
sion shall be final and he shall notify the appellant of 
his decision in writing. The appellant shall receive 
such notice two weeks in advance of the effective date 
of such dismissal. 
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GRIWrANCES 
POLICY 



^1 

/•ft 
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A uniform procedure will be established for expeditiously 
handling grievances of all personnel employed by the Board. 
Svery effort should be made to settle such matters in the 
nomal system of supervision and administration. An aggrieved 
person may contact other designated Individuals for advice 
and assistance and may petition a grievance review without 
penalty or being placed in Jeopardy for this action. Reviews 
win be conducted by MC employees especially chosen for this 
purpose. Reports and reconmendatlons vlll be made to the 
President. 

4.302 PROCEDURE 

a. In the event that an mployee feels he has a grievance^ 
he should contact his immediate supervisor or adminis- 
trator or a higher level supervisor or administrator 

In the normal channels of supervision and administra- 
tion. Whenever It Is possible to reach a satisfactory 
solution through this meiansi this procedure should be 
followed. 

b. An employee who feels he has a grievance may^ at any 
tlflie» contact other employees of MC for advice and 

■ '•assistance.^-./''"; 

c. If the empiiqfee feels; a satisfactory so 

be or has not been reached^ the aggrieved employee 
or hisi representative will cont^ . 
Personnelv^tp• re^ 
are tp be^jdiad^ 
v-::y/ ,;n^aggrleye^^ 

lAia^aiact 




m 



4.302 



C2) All «att«r8 pertaining to a hearing ahall be 
conaldered etrlctly confidential. 

(3) Formal recorde are to be kept on any and all 
proceedlnga of the connlttee and are to be 
maintained In the aggrieved Individual* a 
personnel records ~.8uch records to be 
claaslfled confidential* 

C4) Tha coMlttee of five will be called to convene 
for hearing the aggrieved 's summary presenta- 
tion of his own case no later than three weeks 
after referral to the Director of Personnel. 

(5) This prellfldnary hearing will be reetrlcteH to 
the aggrieved *s oral suamary of his cave and 
presentation of any matevlala he wishes to sub- 
mit In support of his cese* If the grievance 
has been filed against an Individual (8>» a 
written suanary of the charges contained in the . 
grievance will be submitted to the Individual (s) 
by the Chairman of the conmlttee of five* Within 
10 daya after recelp't of the written atatement, 
the Individual (a) ahall appear to discuss the 
charges with the committee of five at either the 
committee's request or the Individual's request. 

(6) The coamittee of five ehall have authority to 
request Individuals for testimony > to review 
recorde (provided euch pereonnel records are not 
claeelfled confidential) / and to aecure. relevant 
data frcsi the Director of Pereonnel. No record 
may be used in the final determination of the 
case by the coaBd.ttee unless It haa been preeented 
to the aggrieved and to the coonittee of five. 



(7) Relevant data » records, or ddcumente ehould be 
made available for review by conmlttee meaAers 
at the beginning of each mbsequent heerlng* 

(8) The conmlttee of five la to function as a unit 
In conducting nsicessary Itiyest^atlcin^ An 
aggrieved ei^loyeev 'aie well a^ In the 
caee» ehall have no communlcfitlons^irt IndlvMual 
^onndttM Miners prior to: pirelimlnj^ 

or durli^ eul>^^ 
ceduM;Wd>eh(W 

(9) Reports^^i^^ to the 

. . I^^^siifo^ action 
eseeptv^liii:^^ 

tteiperim In such 

w^^ 

:-.;':;att!!r^^ ; 
, ; Dix 
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(10) One copy of the recommendation is to be 
forwarded to each of the following: 

CI) The aggrieved 

(2) The individual (s) against whom the 
grievance was filed 

d. Any employee who has followed one or more of the above 
procedures and whose grievance remains unresolved may 
make a final appeal to the President. 

C(M<PLICT OF INTEREST 

The policies of the Board of Trustees governing conflict of 
interest are applicable to all employees of the College. 
These pbli«rles are enumerated in pj^^ragraph 3.28. 

EDUCATIONAL ASSISTANCE PLAN (Refer to Paragraph 3.60) 

RETIREMENT SYSTEMS 

A description of the retirement systems to which supporting 
services employees may belong is contained in para- 
graph 3.55. 

DEFINITION OF TERMS USED 



a. 



b. 



Permanent Employee ; One who has completed the designated 
period of probation and is granted permanent status in 
a permanent or conditional position. 



Temporary Employee : 
period of time. 



One who is employed for a limited 



c. 



d. 



Conditional Employee: One who is assigned to a supporting 
services position established for the period of time that 
monies are made available in whole or in part for use in 
special research or other lot^-term projects by the 
United States Government, a private organization, a founda- 
tion, a revenue-producing source (e.g., cafeteria, book 
store) or an individual. 

Substitute Employee : One who is employed in a permanent, 
temporary^ or conditional position during absences of 
the incumbent. 

Salary Increment! A Qne**iit!Ap pAy ^tinr^^iio^ »k4^^ shall 
be grantfed annually for satisfactory service. 

^* Craditablc Service : . All pjGunaanent and conditional employ- 
mant and tempp^^ within 30 

^wtjr, 4ay8 by appolntiUnt to a permaM or conditional 

v;;v';P08iti;on^^^^^ 

g W X Raduction^^ An ^^i-^jA^ym^*^ ^ 
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h, Trsnafer: Movement of an employee from one position 
to another within the same classification. 



I Promotion; Movement of an employee from one class tfi- 

^ cation with more responsibility at a higher pay grade. 



I J« Demotion! Movement of an employee from one classifi- 

I cation to another classification with less responsibility 

I at a lower pay grade. 



I ^' Appropriat e Official : Division chairman, adminis- 

I trator, or immediate supervisor, depending on the 

I' employee's position. 



I ^' P"ty DaYSi Those days on which the employee is required 

I "P*"' f duty as determined by the college calendar 

I adopted annually by the Board of Trustees. 

I «. Military Service ; Military service as that term is used 

I Selective Service Act of 1948. as amended, and 

i hereinafter referred to as military service, includes 

§ active service as a commissioned officer, warrant 

I officer, enlisted man in Army, Navy, Air Force, Marine 

I Corps, Coast Guard, the Coast and Geodetic Survey 

I Service; a cadet of the United States 

^' Military Academy or of the Air Force Academy; and a 

I midshipman of the United States Naval Academy or 

I United States Coast Guard Academy. 



